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INTRODUCTION

Our service sets fees in accordance with its annual budget in order to meet the income 
required to develop and maintain a quality service for children and families. We strive to 
ensure that our service is affordable and accessible to families in our community. The 
Approved Provider ratifies the budget annually, or as necessary, and monitors it carefully 
throughout the year.

PURPOSE

This policy provides parents with information on Child Care Subsidy, fees and fee payments 
for Patersonia Early Learning.

POLICY

Child Care Subsidy (CCS)

 The service can provide parents with information on the latest Child Care 
Subsidy.

Bookings and Cancellations

 Each family is expected to make bookings in advance for the care sessions 
required.

 Bookings will only be accepted when families have completed the Enrolment 
Form in full, or completed online registration in full. Educators can provide 
parents with login details and links.

 Families wishing to cancel their child’s place are required to provide 
notification two (2) weeks prior to the final day or they are be liable to pay for
the booked days in full.  Notification may be verbal or written.

Absences

 Fees are to be paid for the days the child is booked into care, including times 
when the child is absent due to illness or holidays, or sent home from the 



service due to illness or dangerous behaviours. CCS is paid for up to 42 days 
allowable absences per financial year.  Additional absences must meet the 
requirement of Family Assistance Law. Further information can be provided as
required. 

Service Closure

 Fees will be charged for Public Holidays that fall on a booked day, unless the 
parent/guardian gives 2 weeks notice and elects an alternative day for care 
during that week if a vacancy is available. This excludes public holidays in the 
Christmas /New Year period, which fall in a 2 week closure during which no 
fees will be charged.

Payment of Fees

 Fees must be paid via Direct Debit which will be established upon enrolment. 
Invoices are issued fortnightly on Tuesday and payments will be deducted on 
the Friday of the same week. Payments are in arrears.

 Failure to pay unpaid fees may result in debt recovery action being taken and 
discontinuation of care for the child unless the family has initiated a 
repayment schedule for the unpaid fees with the coordinator/manager.

 Patersonia understands the financial hardship which is experienced from time
to time, and will assess the deferred payments on a case by case basis. The 
Business Manager is responsible for assessing each individual case for 
approval.

Methods of Payment

 All fees must be paid by Direct Debit from a nominated bank account or 
Credit card.  If using a Credit Card, a transaction fee of 1.8% is passed on from
the Direct Debit service.  The fee for Direct Debit from a bank account is paid 
by Patersonia.

 Families will be given a minimum of fourteen (14) days written notice of any 
changes to the way in which fees are collected. (Regulation 172)

Provision of Fee Statement

 A Statement of Fees will be provided monthly. An additional statement can be
accessed online or provided on request. (Regulation 168)

Increase of Fees

 The fees are set by the Approved Provider in order to meet the budget for 
each financial year. There will be ongoing monitoring of the budget and, 
should it become necessary to amend fees, families will be given a minimum 
of fourteen (14) days notice of any fee increase. (Regulation 172)

 All fee changes will be reflected in a Complying Written Agreement.

Confidentiality

 All information in regard to fees will be kept confidential. 



 Staff will not discuss individual names and details openly. Information will 
only be available to the nominated persons required to take action, for 
example to initiate debt recovery.

 Families may access their own account records at any time online.  Where 
parents do not have internet access, particulars of fees will be made available 
in writing to families upon request.

Late Collection Fee

 The service operates for set hours as notified on the Service Details and 
Nominated Supervisor A4 poster in the foyer of the service (Regulation 173) 
and in local promotional material. Staff are unable to accept children into the 
service outside of these hours. Should children be present after the closing 
time, a late fee of $2 per minute after 10 minutes past closing time applies.

 The hours and days of operation will be prominently displayed within the 
entry foyer (Regulation 173)

 In circumstances that are beyond the control of families, for example, 
weather and traffic accidents, which may result in them arriving late to collect
their child, the Nominated Supervisor will have the discretion to decide if 
families will be charged the late fee.

 Families who are continually late collecting their children, without a valid 
reason, may jeopardise their child’s place at the service. Should this be the 
case, the coordinator/manager will meet with the family to discuss this.

Debt Recovery

 The Approved Provider reserves the right to take action to recover debts 
owing to the service. This can include the engagement of debt collectors to 
recover the monies owed.

 Where a family owes any overdue fees to the service, the child’s place may be
suspended, until all outstanding fees are paid, or both parties agree to a 
payment plan. Fees not paid by the due date will be followed up as below:

o An initial letter stating fees are overdue will be sent 7 days after the 
fees due date, giving ten (10) working days for payment.

o If fees are not paid, families will be invited to a meeting with the 
coordinator or manager within 7 days to discuss a payment plan or 
possible legal action.

o Failure to attend the meeting and/or continued non-payment for a 
period of five (5) working days will result in a second and final letter 
notifying the family that unless payment is made within 5 working 
days, or a payment plan entered into, the child will be unable to 
attend the service.

o If a payment plan is not adhered to, parents will be advised that their 
child can no longer attend the service.



o The Approved Provider reserves the right to employ the services of a 
debt collector and the family will be responsible for all the fees 
associated with recovering the debt.

Acknowledgement of responsibility to pay fees

 Guardians are required to read and sign the form acknowledging that children
should be collected by closing time or a late fee may apply and agreement to 
pay fees at regular intervals indicated by the service.

RESPONSIBILITIES

1. The Board will:

 Regularly review this policy in line with the Policy Review Schedule and 
any relevant change in legislation or standard practice.

2. The Business Manager will:

 Ensure that the induction process includes training in this policy.

 Where appropriate, delegate responsibility for compliance to officers 
with responsibility for particular sections.

 Oversee the performance of subordinate officers in these matters.

 Review and report to the Board, as appropriate, on the effectiveness of 
the management systems.

 Analyse material breaches and identified compliance system weaknesses 
for systematic trends and ensure that any adverse trends are addressed.

 Promote a culture of effective policy compliance across the organisation.

3.  All staff and volunteers at all levels will:

 Ensure that they are aware of the organisation’s policy and undertake 
actions consistent with it.

 Where appropriate, suggest ways in which practices, systems and 
procedures could be improved so as to improve the policy.

PROCESSES

The Business Manager will review and change the organisation’s procedures to 
ensure that these are in accordance with the principles expressed in this policy.

Staff and volunteers will follow these procedures. 

RELATED DOCUMENTS

Education and Care Services National Law 2010



Education and Care Services National Regulations 2010 and 2014 Update (r168, 172, 
173)

National Quality Standard (7.3)

Family Assistance Law

Child Care Services Handbook

Child Care Management System

Enrolment and Orientation Policy

Delivery and Collection of Children Policy

Privacy and Confidentiality Policy

Governance Policy

Guardian Handbook

http://www.ourcommunity.com.au/files/boards/CompliancePolicy.doc
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